@ Maryland 7" f\
M@rketplace [ L
Quick Reference Guide

Business Users

Completing Your Business Registration

If you have begun registering your business with eMaryland Marketplace, but have not completed the
registration process, you will need to complete you vendor registration before you can use eMaryland
Marketplace.

When you began the registration process, you entered an email address. You should have received a
Vendor Pre-Registration Notification at this email address informing you of your vendor number. You
will need this information to complete your registration.

Vendor Pre-Registration Nofification Inbox

emaryland@emaryland.buyspeed.com
tome [

[Contact Name| [Phone Number| [Email Address |

| | [288-472.9102 | [emanyland-train@emaryland buyspeed com|

Vendor # 00020439
Company Mame: Training Yendor
Email Address: cristen.ervin@maryland. gov

Thank you,
State of Maryland

Use this link to log on to eMaryland Marketplace Training: http://MD-TEST. Buyspeed.com/bso-train/login.sdo

To complete your registration visit the eMaryland Marketplace homepage at
www.emarylandmarkteplace.com. Select Register.

eMaryland Links

> Login

> Register

» View Open Bids and
Contracts

» Search for Vendors
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From the eMaryland Marketplace Registration screen, select Complete Registration.

@ Maryland ~7°
M@rketplace ‘i 2

Welcome to eMaryland Marketplace

Registration Information

+ Register
Register here to begin using New eMaryland Marketplace.
Wendors, please read this disclaimer prior to registering.

« Complete Registration

Complete registration here to begin using New elMaryland Marketplace.
Wendors, please read this disclaimer prior to completing registration.

The In-Progress Verification box will appear. Enter your vendor number and email address. The vendor

number can be found in the Vendor Pre-Registration Notification email that was sent when you began
the registration process.

Select Submit.

R
https://md-testbuyspeed.com/bso-train/external/co

In-Progress Verification

Please enter the vendor # and email address from your “endor Pre-
Registration Mctification email and submit.

‘endor #*: || |

Email Address™:

eMaryland Marketplace will open up to the vendor registration summary screen. You will notice a list of
Validation Errors in red that list all of the information that is missing from your vendor profile. To
complete the registration, you must complete this information. You can use the links on the Validation
Errors to direct you to the location of the missing information or visit the tabs at the top of the screen.
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Register - Training Vendor 2 - cristen_ervin@maryland.gov

Company Information  SBR Administrator Address Terms Categories & Certifi (5

Overall Validation Errors

« Missing preqram

+ Requited Category -
- Required Oategory - S

ateqory -
+ Requited Category -
« Required Category - Busine:

- Require

+ Requited Category -
« Required Category -

« Missing program lification criteria response.

Once you have completed all required information, select the Summary tab. Scroll to the bottom and
select Submit.

For more information on Vendor Registration, refer to the Business Registration Quick Reference Guide.
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